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Report for week ending 17 December 1953 from
FORMS FANAGEMENT BRANCH
In a further attempt to determine the smount of time
oxpended by Printing and luction personnsl in compos- .,
ing £inal-type forms copy, requested to furnizh 25X1
dats for the month of Jan, 198§, o
1 | Records Analyst, GS-9 was essigned
o gﬁy with the Forms hanagement Branch 15 Desender 1953,
Formarly prososed memo FMe2 hag rewritten and recow
ordinated as & proposed Notice lo, This notice 25X1

cutlines ths manner of olassifying and handling blank formg.

“orpletion of a revised set of Vus-Graph slides i
dependent upon preparstion of type composition by the Alr Force
and integrati-n with &ri work being developed by Oraphies, ORR,
Continued progreseion is noted, o

Working relations and lisinon with ARO, 25X1
Pergormel Office have Leen strengthened an mroved,
Coples of the Forma Analysis Chart of Recurring Data were
recently furnished him as well as addi tional copies of AFM Sal,
The program md forms mansgement techniques are being well
received by that office and he reports several important forms
projocts are bedng undertaken Ly personnel anslyste,

The Jogistics Office was advised by memo of the new
policy concerning sterile forms coneluded with the OPO -
(¥r. Robinson) which was reported in last wecks report.

I8
_Standardization of the 00 Information Reports (Form 5lehb

- {00~B) and S1<kD (00-X)) was discussed with Contee te 25X 1
Divigion, 00, Draft copy of the newly propo ; “t was ‘
furnished for comparison mnd study, Telcon with 25X1
16 Decerber 1953 revealsd a favorable 00 reaction new
type report, PFurther discussions snd redrafting will take;place
in the near future,

A study of forms and procedires required o mechanise
and publigh a forms index on a quarterly basts has been started,
An attempt is being made to corbine Forms 36«22l and 36-225
into tw (2) part carbon interleaved form, Future discussions
wiih Fachine Records Branch are conterplated,
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e uresent forms nupbering system will ve revised
effective 1 Jamary 1981, Instend of asalgning base numbers
indleative 6T the originating ofiice {eubject to change each

. time the orzanizationsl structire is modified) followed by

\ & secondary nurber, &1l sgency forms, regardlsss of scope

of usage, will be nurbered in stralght nuberical sequence

U star¥ing with No, 1. Distinction between atocked and ,

“  nonestocked forms will e rnade in the Forms Index, Ixisting y
forms will be inteprated into the new numbering system at

. tire of revigion or reprint,” £ further advantage of the

! new system is the grester degres of snonymousness which will

1e irparted to thnge forms orizinated and used by the covert

activities of the agency,

—--  Cuprent requests for new rovised and reorinted forms,
Ho, of Regquislitions Copies
Revised 10 76,500

200

Reprints % 16 .
Ttals '75%755

Sacklog of requests, all types 27 .
Backlon of raquests: all types, Tast week 22
Tncreased backlog 5

25X1

Thier, Yorma Panagement Dranch
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Report for the wook emding 17 Decenber 1953 from R¥CORDS SYSTEMS BRINCH

EBID - An inventory of records and filing equimmant in
FRID wag completad 11 December, The analysts are
now in proceas of deterdming the number and location
of the Mliny stations to be recommemded nnd are
x;?;:'king up the necessary subjeet headings for these
Pilen,

S8 07 OB/A - A review of the files in the Office of the DD/A is
now being made to deternine if exparience of the past
year indicates a need Tor amy additional subjsct
hedings o wi1l perwit the deletion of some proviously
established, The anzlyst will 2lso train new personnel
in the use of the syatem,

IOCIZTICE OTTICE ~ A review of the Records Managemont recommendatioms
ndopted by the loristies 0ffice has been completed amd
a report is now being prepared, In the coursa of our
reviev, 1% ves found that there was considerable dise
satiafaction with the r1ling system but our findings
indleate that thias 1z the wesult of bad filing practices

rather than the system, |  25X1
1 mmﬂf ORk to review thelr use of the
Tiling system, The volume of material filed in that

offlee is comparable with the Iogisties Office =nd
ORR files personnel nre enthusinntie about the system,

A review of Notice[  |wnd Ewecutive Order 10501  25X1
concerning the "Salfepuardin~ of Officlal Information

in the Interest of the Defenss of the United States®

indicates that the requirements for the storsge of

classified materisl 1z somewhat less stringent than

presently being precticcd bty the Agemcy, If the

Agency deoes not stipulnte preater safeguards than

indicated by this Execulive Order, our Records Managew

ment Progrem will be implicated {0 the following oxtent:

2, The Records Center can store Top Secret
material without installing a reinforce? conersie vault
or using combinstion lock cabinets,

S b This Agency can discontinue buying comtdnation

t lock safe cabinets for an indefinite period since this
type of cabinet ir required only for the ztorzps of
Top Secrot material, Tor example:t In the Generel

Approved For Release 2006/05/24 : CIA-RDP70-00211R000900240010-4 /




Approved For‘lease 2006/05/24 : CIA-RDP70-0021.00900240010-4

Services Ofice, appreximately one safe eahinet costing

. $235 would be required, The remsinder of the safes
could be returned 1o stock to be atributed where
noeded sni replaced with stendard cabinets equiped with
a bar and padlock, =nd costing approximately $100,

VITLY MITERIALS « A special trip to the Repository was made on Wednesday

to deponit the remaining,| | natedal, Mr, 25X1
|Chief of ths Top Seerst Comirol Offlce,
aceapenied the material to the Repository, This
completes the transfer of ihie material from "M' btuilde -
ing to the Repository, | | d1scuszed the 25X1
problem of filling future requests for reproduced
copies ¢of this materirl, As the Repository will housse
the original, | [thought thal the retwrn of 25X1
the cripinsl to Washington, for ihe purpose of reproduce
ing & copy, wonld he precorions, =nd has offered to
reproduce “hese coples | hag completed 25X1
the inventorying of the | | material, An IBM 25X1
eard systam wlll be established Tor indexing purposes.

) : A call vas received from ORR, Maps Division, informing
' this office that after 1 Jamuary 1954 a representative
will resume work on the indexing of maps in the
Repository.

The Medical Office hae decided that thelr Vital Materials
collection should de more extensive, bt has defers

action until afier the Tirst of the year, ﬁ 25X1
%11l discuss the ragnirarents of the Medlen Tice

with us at this tiune,

The Office of Hatiomzl Estimates has Turpiched this

of Moe with 4 list of requirements for thelr Vital
Materials needs, AS the Jisseninticn of most of these
documents on the 1ist is presently the responsibllity
of the OCD Iibroxy, arrsngononta i1l be medo with the
Ares Records OfTicer of €D to cffect deposit in

accor ence with the ONE requirsments,

In complisnce with {h: vemorendux Crom | |  25X1
Executive “or Research and Reperts, n trensfer of
cartain Vital letericl Joposits from ORR to CHE has

] Eean ;Mfected, The materials transferved comsist of

IR ) b A g’ﬂ stuiies, situstion coporis, . pecial cvluation

S " garies recorts and review of the world situction,
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MATL CONTROL =

At a meotine beld on 1/ December 1953, |
Area Records Officer fox FBID, guestioned the
scoountability for Pemalty Mail by FBID and the registry
feos Tor coristered mall. | lwas informed

of the provisions of Proposed Agency Regulatiom
renclty Heil, vwalch 1e noWin the procecs of being
published, This resul-tiem provides that accounting
Yor the use o pensivy o.0il for the Hesdquariters
offices will be mainininsd in the Mail Comtrol Section,.
TBID will only be reguired to furnish GSO vith informa=
tion regardimg the mmber of piecas of penalty mail
Aispatched frem FRID |_ |o€’€‘iceS.

The gquesiion regariing Jees was actually raised by an
overseas installation of FBID, The statlon proposad
combining the reports of zeversl isys in one plece of
mail, trereby paying only one registry fee, This offlce
advised sgainst adopting the proposal since the ssvings

4n registry fees would not offset the edditional handl-
ing thet would be requivod for thils rnaterisl nor compensate
for disrupting the present line of communleations from
Headquarters to the field instalistioms.

|Do,sriatics Ufice, informed this offlce that

The laborer srcigned to Mzil Section would not be
availabls after 16 Docember 1953, However, thelr laborer
asaigned to the burning of trash in the imdnerntor at the
rear of Qus Building will noWbe svaileble from 12:30 P.M,
until such time delivery of OLY/P material to and from X
Building is effected.

Iisison Divisiom recquested a pick up of four

(%) boxes of unclascified meil from the Pentsron. These
boxee were vooden eratesi the weirht of each box as shown:

240 1bs.
240 1bs,
150 1bs,
250 1hse
20 1bs, total

Delivery sms made by the Courlers but it 1s believed that
the Iegivfles Office shenld be requested to hendle sny

fature. Mrilar request.

Y 3

25X1

25X1
25X1

25X1

éhief, Recorcs Sysiems "Branch
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TI»® ISTRIBUTION CHAPT-
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